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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

CORDS MANAGEMEM DiVlSiON I 
. Forward signed 0)iginal to 

Department of Archives. and History, Records ,Management Division, 330 Capitol Avenke, Atlanta, Georgia, 30334. 
Attention: Scheduling.Section. 

. -~ .. ~ ” ~~~ --_--.. 

I 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
~ 

CTIONS: See Publication’ No. 76-f(M-! for instructions on completi 

I 

_ - - . ~ =  ~~~ ~~~~ 1. Agency Address . ,  

Georgia Por ts  A u t h o r i t y  Application Number 

Date Completed 

Telephone Number 

Trade Ceve I opment D i v i s i on 
Post O f f i c e  Box 2406 
Savannah, Georgia 31402 

- -. ~ . 

P r o j e c t  Manager-Rivers 8 Harbors 912-964-3891 

I . -- ~ 

apoiication Date 

12/16/81~ __ ~- 
~~~ ’ 

4 ~ ~ l i ~ a t i o n  Number 
I 

~~ 

92 
2. Perwn to Contact 

~~~ 

i 

B i  I I Jakubsen 
~ ~ 

-. 
~ ~~ 

~ ~~ - ~ ~~ -~ -~--~~-~~-.5~-- .  . = . ~~ ~~ 
~ ~~~ ~ ~~ 

~ ~~ ~~ 

~ . -~~ 
3. Action Aequened- ..i 

a. 3 Estaoiisn Retention Schedule; record will continue to accumulate. 
b. 0 Dispose of present accumulation: no further accumulation anticipated. 

, _  c. .-.+ Amend~Application.~o~. _ _ ~ ~  _ ~ _  ~~ . ~- ~ Check One: 9 CLacw; 4 SuPe_r_cede; ~ nvOibL.. ~. ~ .. ~ 

4. D n e i  cf Series 

- 
I 5. Records Series Title Ifolloeed by title used  in^ office; if different) - 

I Management o f  Bulk  Cargo Sales 8 In land P o r t  Development F i l e s  
Earlits? Latest 1 1979 I To Date 

. ~ - -~ -~ ~ ~. r~-; _..__ ~ . . l L  ~ - ~ ~ . . . ~ _ I  ~ . ~ .  ~~ . ~- ~ ~~ ~~ -_  -- ~ . ~ 

6, Dwvuioa and Mfioe Fundon What is the function of the Oitrision and the Office in which~this record series i s  create-d? 
f Under a d m i n i s t r a t i v e  suDervision. ~ r o m t e s  t h e  u t i l i z a t i o n  o f  t h e  r i v e r s  and harbors of t h e  1 S ta te  of Georgia w i t h  par t i cu la r -emphas is  on G.P.A. r i v e r  te rmina ls .  
. i nc lude ana lyza t ion  o f  t r a d e  pub l i ca t i ons ,  newspapers, business pe r iod i ca l s ,  develops 

sales s t ra tegy,  mainta ins contacts  w i t h i n  t r a n s p o r t a t i o n  i n d u s t r i e s  t o  permi t  e a r l y  i i d e n t i f i c a t i o n  o f  changes, t rends and compet i t ion,  c a l  I s  on c u r r e n t  and p o t e n t i a l  customers, 
analyzes volumes, commodities, f a c i l i t i e s  and t r a n s p o r t a t i o n  requirements t o  determine t h e i r  I needs, mainta ins fo l low-up system, arranges s o c i a l  f unc t i ons  f o r  customers and prospects, 

; keeps management informed o f  a c t i v i t y  by submission of r e g u l a r  repor ts .  

Examples of d u t i e s  

.~ 

7. Record Series Description 

Documents relating to: I 
Included are: 

I 
i 
i 
I File i s  arranged: 

- -~~ _~ .-~ ~ . . _ _  ~~ __ . .- ~ ~- 
~~ 

This f i le contains the following documents (include form numben and titles. if any): 
Attach samples of the file. 
Sales and P o r t  Development. 

Correspondence r e l a t e d ,  t o  sales.  * 

A l p h a b e t i c a l l y  

- _ -  .. - . ~~ - --I_-__-I_-- I--.~-_.-Ic_-F- ~ F _  ~ I 8. Monthly Reference Rate How often are records referred to which are: 
0 annual l y .  -, 

. .  
-Il--l-----_-c--~. ~~ __ __ .- 

T 0 I One to six months old _ I ~ _ _ ,  
twenty-five months and older--- 

2 Letter-size drawers ~~-~ ,; Legal-size drawers ---.--; Shelves ~ 

ven to twelve months old - -~~--; Thirteen to twenty-four months old 
annua ly )  

--.__F-__ -~ _.,-___ ~~~ __ 
; Other (specifyJ -=. _.. -. . _ _  . .~ - 

~ Annual Rate of Accumulation of Remrds 

i 



11. 

a. I s  this the official copy of the series? 
.+ ~ 

.~ - - If_nm.rvhe!cs-iL-u ir-~~~~-.__I_ 

b. boes the series contain I confidential information requiring security handling? If yes, cite law or regplation. 
X . 

g. Is  the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. 1s there a duplication of t h i s  series in your office, or in another off-iice or agency? 
..~ -.-.- ._ . , ,  _ .~ If  v e r d t a c h ~ w D L  ~ ~ - . ~  - .. ~ - .  .. -=~-, 

- 

--~-~.I_____ 
D i  r e c t o r  o f  Trade Deve lopment O f f  I ce ves,where?;~ --_ ~ .. ~ =_~ ~~~~ . r  ~ .~ ..,- ~~~~~ .~ ~ 

- -x ~ i. ~ Is this series ~oramaiorgczrtionPfid.re~ularl~~_miuofilmedl~__~ .. -~ ~_ __ 2 
X ~ ~ l _ ~ ~ .  ~ ._l_ ~. __  ~ .~ I ~ i. Does the record series result in-a computer mintout?- 

.f Retention Requirements The foltowing requires the series to be ,kept: 

-__.~~__ -years. d. Audit period - - . ~  __ ----years. a. State Law 
b. S:atute of limitation I _~__ years. - ~ e, Administrative need ---.~5 ___. years. 
c. Fe.deral law =--~- --yews. f. Federal !etention instructions __-. - years. 

Attach copy or excsrpt of laws or regulations. Explain administrative need. 

Adrninisl-rat ive need i s  f o r  market ing s tud ies  i n  cons idera t ion  o f  pas t  business and f u t u r e  
needs : 

~. 

~. . -  

~. 

.~~ 

~ - -  _*= . ~~~ ~ ~- __.___ _-_ ~ ___l__. - ~~ ~ 

12. Amroved Disporition~ lnstrudions . -~ This agency recommends that the file series be cut ort a1 tht end of each: . .  
Calendar Year; Fiscal Year; 0 Other .-.-_-_--then, 

a Hold in the current fi les area _-~_-~_ month($) -..'..- ~.*{ear(s);then 
5 Transfer to local holding area, hold 4 .year(s); then 
0 Transfer to State Records Center; hold 
124 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other lspecifyl 

-year(s); then 

' 

.r 
1. 

These instructions apply to a l l  prior d future mulation of th ;eries. I 1 

-. -- _ ~ _ _  

.3ecammendations in para- 
graph 12 are approved. 
( I f  disapproved, attach letter 
g f  explanation.) 

--.-. .- ~ 

A--50-71; -6 - ~~ 


